About This Guide

hisguideis designed to help you and your staff begin

using Minimum Data Set (MDS), the Web-based,

Group Level Evaduation Tool operated under the

direction of the Center for Substance Abuse Prevention
(CSAP). The guide has been designed to be customized in placesto
reflect your state's specific use of MDS.

It contains:;

Step-by-step instructions to service providers on how to enter service
recordsin MDS

Advice on where to find more information in MDS pertaining to
service codes and categories, which can help you make consistent
and informed decisions about the data you are entering

Case study examples that help illustrate how certain kinds of services
might be entered in MDS

Instructions for generating reports and using report data in other
documents.

We welcome your comments and suggestions on this review copy,
which can be directed to the individuals listed on the back page.
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INTRODUCTION TO MDS

INntro

Introduction to Minimum Data Set
(MDS)

TheMDSsygemwas devd opad to enable dates Subdanceabuseagendes
community-besed senvice providers and athersto quantify and conperethe
numbersand typesof primary subdanceabusepreventionand early
intervention senvices ddivered acrossthe United Sates

and the tasks you can perform in it. This introductory chapter
explanswhat MDS is, who can use it, where to accessiit, and

T his User’s Guide provides an overview of the MDS Web site
how to get around in it.

The remaining chapters of the guide tell how to:

Log into MDS, reset your password, and log out (Chapter 1)
Enter and revise service records (Chapter 2)

Review or edit an existing service record (Chapter 3)
Create reports (Chapter 4)

Maintain your user information (Chapter 5)

What Is Minimum Data Set?

Minimum Data Set (MDS) is a Web-based, Group Level

SAMHSA Evaluation Tool operated under the direction of the Center
CSAP for Substance Abuse Prevention (CSAP). The system was
devel oped to enable states, substance abuse agencies,
community-based service providers, and others to quantify and compare the
numbers and types of primary substance abuse prevention and early intervention

sarvices ddlivered across the United States.
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INTRODUCTION TO MDS

Service providers enter information into MDS on an ongoing basis about the
sarvices they are performing in their communities. In so doing, they are able to
keep a systematic account of the valuable work they do.

The accumulation of data in the database makes it possible to explore the extent
to which organizations are implementing various types of programs, and to see
which generd populations are being served. Many organizations may find that
maintaining a complete track record in MDS aso helps them satisfy reporting
requirements for funding purposes.

The system is database-driven, which enables service providersto enter, store,
and retrieve data. Anyone with accessto MDS can generate reports using a
number of predefined and user-selected criteria

Who Can Use MDS?

There are two levels of user accessto the MDS ste—generd and system
adminigtrator. A user’s level of accessis determined by the security settings
associated with his or her login information.

General Access

Users with generd access to the Site can use the data entry and reporting
features to add or update data and generate reports from the database.
Various levels of genera user access exist, including provider, substate, and
state adminigtrators, which pertain to arange of data entry capabilities.

System Administrator Access

Users with system administrator access to the site set up and maintain a
variety of codes aswell as establish state- pecific data entry options. System
adminigrators, like generd users, aso can use the data entry and reporting
screens to add or update data and generate reports from the database.

Unlike general users and provider, substate, and state administrators, system
adminigtrators may view the Administrative Data Entry Menu. This menu
provides access to severd lookup tables where the administrator can add,
modify, or remove items from the options that appear in sdection boxes. The
administrator can aso view and modify user-defined fields for his or her state.

Can | Try Out a Demo for MDS?

At thistime, thereis a demonstration copy of the Prevention Minimum Dataset
(MDS) Group Leve Evauation Tool that you may use for testing and review
(see http://prevtech.samhsa.gov/macro/csap/mds4). However, the data you
create in the demongtration version of the tool will not be saved.
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INTRODUCTION TO MDS

How Do | Access My State's MDS Site?

Find Out If Your State Has a Site

If your state or agency has chosen to implement a version of the tool, you would
access it in one of the following ways:

On the Prevention Technology Platform (PrevTech) Web Ste a
http://prevtech.samhsa.goV/. After you log into the Site, your state's own tab
if it has one (for example, CA or MO), will become visble immediately
below the State Systems tab.

Through another link that your state or agency will tell you about.

If your state or agency has not yet implemented a version of the Group Leve
Evaluation Tool, and you would like to have accessto it, you should contact
your CAPT to obtain more information. MDS is a free product and CSAP
provides the technical support necessary to get the tool up and running.

State URL and Contact Information

Information for your state's own access to the MDS Web site, and your state's
administrative contact, should you have questions, appears below.

. [Example:
The [your state] URL for accessing
http://198.178.200.205/xx/mds3/1o
the MDS Web site is: - b g
in.cfm]
The [your state] administrative [Example:
. . . Telephone: 1-800-555-1212
contact information for MDS is: . . .
E-mail: admin@youremail.com]

What If | Am a Computer Novice?

This guide does not explain basic computer use or how to
navigate the Internet. If you need help in these aress, please
refer to the documentation that came with your computer or
consult your loca educationa resources. Y ou should have
al of the fundamenta skills you need to use MDSif you

dready:
know how to use your keyboard

can perform basic computer tasks such as working with files

are familiar with accessing the Internet through a browser program such as
Microsoft Internet Explorer or Netscape Navigator.
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INTRODUCTION TO MDS

How Do | Move Around in MDS?

Generaly, you get around in MDS using links and buttons. For example, to

move forward during data entry, you click SAVES CONTRRE | or
MDS buttons and icons are explained below.

SAVE & FiNISH ¥

Buttons and Icons Used in MDS

Image Button Name Functional Description
Click the Home icon to return to the
@ Hormne Home MDS main menu.
Glossary Click the Glossary icon to view the
3 Glossary MDS glossary of terms.
% FAQ FAQ Click the FAQ icon to access a file
with answers to Frequently Asked
Questions.
% Help Help Click the Help icon to access a file

of specific Help topics.

Codebook Definition

Click the Codebook icon next to a

field label to see a list of definitions

associated with each possible value
in that category.

Term Help

Click the Term Help icon next to a
field label to go directly to that
specific term in the Help file.

&l

Value Lookup

Click the Value Lookup icon next to

a field label to select from a list of
valid choices for the term.

Click the Login button to enter MDS

Lu:ugin Login Button after typing in your Login ID and
password.

< BACK Click the Back button to go back to

-_'l Back Button the previous page.
SAVE & CONTINUE | Save and Continue Click the Save & Contmue_ button
Button to save your work and continue to
the next page.

SAVE R EINISH W | Save and Finish Button Click the Save & Finish buttop to
save your work and stop working
until your next session.

DELETE Click the Delete button to remove a

Delete Button specific entry from the database.

TABLES Click the Tables button to create a

IASES Tables report that displays data via tables.
GRAPHIC Graphic Click the Graphic button to create a

report that displays data via graphs.
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CHAPTER 1l: LOGGING INTO MDS Cr]apter

Logging into MDS

hen you access the URL for your state's live version of

MDS, you will see aLogin page where you will enter a
login ID and password. The system administrator creates

these settings for a firgt-time user. This chapter explains:

How to log into MDS
How to reset your password (if you are afirg-time user)

How to log out of MDS.

Log into MDS
When you access the URL for your state's live verson of MDS, this Login page
will appear:
EAMHSA /CSAPs i
CHARP

Mimimum Data Sel
Prevention Minimum Dataset

Telcome ta the Prevenhon Bimomum Datas=t
Login

Legim: [
Paseword: [

Forget your user 1D or password?
Contact Vo Admin Here at 1-800-553-1212 {sps-mis-suppertidgre.com].

Thia awstem was dereleped to enable statea, sbatance abuse agencies, commedy-taied service
providers, and cthers to quantfy and compare the oumbers and types of prmary substance abuse
prewechco ardd early ibenrertion sernces deloreced acroes the Uniked States.

MDS Login page
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CHAPTER 1: LOGGING INTO MDS

Tolog into MDS, click in the Login field and type your login ID.

Login

Password: |

Login

Next, type your password into the Password field.

Login

Note:

Login: | You won't be able to see
what you type. This is for
Password: security reasons, to help

you keep your password
safe.

Login

Click the Login button.

If your login attempt fails, you will see the following message in red text:

"Y our Login and Password do not match. Please check your login and password
and try logging in again, or contact your state administrator before you attempt
to use the system.”

If your login attempt succeeds, the main menu for MDS will open. The
selections on the menu will match your access level—either genera user access
or system adminisirator access. The menu selections for general user access

appear below:
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CHAPTER 1: LOGGING INTO MDS

Add Service Enter a new Serwvice record.

Edit Service View/Edit Zervices already entered.

Create Reports Create a report from selected services or all available serices.
Administration Edit, wiew, add administrative data ttemns (e.g., Staff, Activity Codes).
Your User Information Change your password and other user mnformation.

Logout End vour current session.

MDSmain menu for general users

5 Onceinsde MDS, you can proceed to work with any of the sections shown on
the main menu.

Note: If you have stepped away from your desk for awhile, your session will
automaticaly time out (terminate). Y ou will be returned to the L ogin page with

this message:

"Y our MDS session has timed out because too much time has passed without
any activity. Please log back into the system to continue with your work."

Reset Your Password
If thisisyour first time accessng MDS, you may want to reset your password

from the one your system administrator assigned to one that will be easy for you
to remember.

1 In the main menu, click thelink labdled Your User | nformation.

|E| Chatyze wout pazsword and user information.

2  TheAdministrative Data Entry: Existing Staff window will open, displaying
the data entry fields that appear in the example below:
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Note:

Keep your new
password in a
safe place, and
don't display it
anywhere near
your computer.

CHAPTER 1: LOGGING INTO MDS

Name FosaFRamirez
Logmn |rosa
Passwo@
Address (line 1)
Address (line 2)
City
State |CA v
Zip Code
Phone Number

Email
Administrative Data Entry: Existing Saff window, for changing user information

In the password field, backspace to clear the current information, then typein

the password of your choice. Make it at least 6 characters long, and try to use
both letters and numbers.

Click the S button, and your new password will be saved in
the system. Y ou will then be returned to the main menu.

Log Out of MDS

When you are finished with your current session, be sureto log out of MDS. Do
one of the following:

Close the browser window(s) in which you have been working with MDS.
Thiswill end your current session.

If you'd like to keep your browser window open, click Logout inthemain
menu:

Y ou will return to the Login page, where the following message will appear
inred text: "Y ou have successfully logged out of the system. To continue
working, you will need to login in again.”
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CHAPTER 2: ENTERING SERVICES le]apter

Entering Services

ntering services in MDS involves creating new records for the

services you are providing to the community. Each type of

service may entail adifferent set of codes and details, which

will be explained to some extent in this chapter. The chapter
contains advice about where to find more information online, and includes a
series of case study examplesto illustrate how certain kinds of services might be
recorded in the system. This chapter explains how to:

Use the help available in every window

Enter anew a service record -- using a multi-page form, as well as how to:
correct data entry errors
track your answer history
Enter anew service record -- usng asingle-page (dternate) form.
To enter anew sarvice record, click the Add Service link on the MDS main
menu:

Add Service Enter a new Service record.

Help Is Available in Every Window

Once you access any of the main menu options, you will see aside bar
containing links to Home, FAQ, and Help, aswell as alegend explaining the
specid icons that may appear in that window. This Side bar appears on every
page in which you will be performing tasks.
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CHAPTER 2: ENTERING SERVICES

Tips For Using the Side Bar Links and Icons on the Page

@ Hrfie Click the Home icon to return to the MDS main menu.

9% FAQ Click the FAQ icon to access a file with answers to
Frequently Asked Questions.

Lz Glossary Click the Glossary icon to view the MDS glossary of

terms.
¥ Help Click the Help icon to access a file of specific Help topics.
i' Click the Codebook Definition icon next to a field label to
d see a list of explanations associated with each possible

value in that category.

Click the Term Help icon next to a field label to go directly
to the definition of that specific term in the Help file.

m Click the Value Lookup icon next to a field label to select
from a list of valid choices for the term.

Add Service - Standard Multi-Page Form

The MDS standard form breaks your data entry process into four parts:

1- Basic Information
2 - Sesson Information
3 - Service Statistics
4 - User-Defined Fields.

To use the multi-page form, click Add Service on the main menu:

Add Service Enter a new Service record.

Service Data Entry: Part 1 -- Basic Information

When you click the Add Service link on the main menu, Part 1 of the multi-
page form, the Basic I nfor mation section, opensfirst, as shown below. Note:
Specific information may aready gppear in certain fields, depending on how
your user account has been set up by your system administrator:
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CHAPTER 2:

ENTERING SERVICES

172 ¢

Staff
(Login) ? B

Provider 7 &)

Service

Code ?

Service

Type 7 @

Service Data Entry: Basic Information

Substate 2 & [993

[\

rosa

MNOME

® Single O Recurring

=T200

<< BACK | DELETE |

SAVE & CONTINUE |  SAVE & FINISH W§ |

Part 1 of the multi-page Service Data Entry form: Basic Information

Ingtructions for entering datain each field of this section appear below. If you
need assistance after reading the guide and using the online Vaue Lookup &,

Codebook Definition B, and Term Help ? icons, please ask your administrator.

Staff
(Login)

? Bl

The Staff (Login) field refers to the name of the prevention
service staff member who provided or oversaw the
service. This field will be filled in with the default value for
your login name, which may be appropriate.

If you need to change this value, click the Value
Lookup icon &l to display a list of codes. Click the
appropriate staff name on the list and it will appear on
the form.

Tip: Staff teams (staff members providing services
jointly) may want to use a team code [T:07?] that
represents the staff members' names or a team name.
The ? represents the number of staff in the team. For
example, [T:03] could refer to Amy, Holly and Mary.

Provider

? Bl

The Provider ID is the alphanumeric code representing the
organization providing the prevention service.

If you work with more than one organization providing
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ENTERING SERVICES

services, you may need to change this value. Click the Value

Lookup icon &l to display a list of codes. Click the applicable
provider name on the list and it will appear on the form.

el

e Single

* Recurring

Substate The Substate Entity is an alphanumeric code representing a
2 & geographic region, county, or district within or outside of the state
: where the service was provided.
If you need to change this value, click the Value Lookup icon
&l to display a list of codes. Click the appropriate option on
the list and it will appear on the form.
Service The Service Code identifies the service as a single (one-time-
Code only) or recurring service. In general:

A single service is a one-time activity that, through the
practice or application of recognized prevention
strategies, is intended to inform or education general or
specific populations about substance use or abuse (for
example, a one-time student assembly).

Arecurring service is a prevention service provided to a
fixed group of people at risk for substance use or abuse,
who are enrolled for a fixed period of time, in a planned
sequence of activities. Typically such a service applies
recognized prevention strategies, and is intended to
inform, educate, develop skills, alter risk behaviors,
deliver services and/or provide referrals to other services.
For example, a recurring service may involve a parent
education group that meets once a week for 6 weeks.

If you need guidance on selecting an option, click the
Codebook Definition Il icon to open a list of explanations
for these terms. Clicking any link in this window takes you
to its definition. Refer also to the information provided for
the Service Type code, below.
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CHAPTER 2: ENTERING SERVICES

Service The Service Type code is the alphanumeric code representing
Type the prevention service type.
? &) - Ifyou need to change this value, click the Value Lookup icon

&l to display a list of codes. Click the appropriate option on
the list and it will appear on the form.

If you need guidance on selecting an option, click the
Codebook Definition Bl icon for a list of explanations
for each service type. Clicking any link in this window
takes you to its definition.

Tip: As you read the definitions of various activities,
you'll see also information about strategies and details
about whether or not a particular activity is considered
single or recurring. The Service Type definitions are
therefore the best place to determine both the correct
Service Code and Service Type for a particular

activity.

Case Study Example for Part 1 -- Basic Information

Rosa Ramirez has been a counsdor at Jefferson High for the past 10 years. At
this point in her career, she would like to spend more time on community-based
prevention work aswell as school counseling. She wants to learn as much as
possible about prevention programs, and help othersin smilar roles set up
worthwhile programs in the community.

Example 1 -- Single (nonrecurring) service:

Rosajoins the Tri-City Drug Aversion Program Codlition. Thefirst activity they
work on together involves disseminating a community Resource Directory to
the Westside PTAs. Here's how she recorded the activity in MDS:

Staff (Login) | Rosa Ramirez

Provider 55588 (Tri-City Drug Aversion Program Coalition provider
code)

Substate 998 (This coalition is part of a statewide network.)

Service Single (Although they visited several PTAs, this service

Code type is only counted once.)

Service STN15 (Materials development -- resource directory)

Type

Example 2 -- Recurring service:

Rosa and the Boys and Girls Club next work together to sponsor a program
caled the "Lifestyle Club," a series of discussion groups for reinforcing healthy
living and lifestyle patterns. Here's how she recorded the activity in MDS:
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CHAPTER 2: ENTERING SERVICES

Staff (Login) | Rosa Ramirez

Provider 44744 (Boys and Girls Club provider code)
Substate 998 (The program is part of a statewide network.)
Service Code | Recurring

Service Type | STA05 (Community drop-in center participants)

When you have finished entering data into Part 1, click e S PMEDEY|

Correcting Data Entry Errors

messages
will appear

inside of red /

| Substate 2 B,
_:__

boxes where
information

is missing or  §

incorrect.

1

2

If you happen to click Save & Continue without entering al of the required
information, or if you entered incorrect information, you may see one or more
error messages such asthese:

Staff (Login)
b

Provider 7 &)

/

Error messages appearing in the multi-page Service Data Entry form

Any time this occurs, do the following:

Either make corrections or enter the missing data. (Use the vaue lookup icons
and help tools available to assst you in sdlecting the correct choices.)

Click SAVE & CONTINUE |

again to move to the next data entry section, or click
SAVE & FINISH W |

if you have completed dl four parts of your record.
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Service Data Entry: Part 2-- Session Information

Part 2 of the multi-page form, the Session | nfor mation section, opens next, as
shown below. If you need ass stance after reading the instructions below and

using the online Value Lookup &, Codebook Definition B, and Term Help ?
icons, please check with your administrator.

1 2adé

Service Data Entry: Session Information

: The fields at right pertain
! tosingle (nonrecurring) :

 services. | Service Date ? [2003-02-03

i Additional fields will :
: apply torecurring Name of Group * |NCI CROLUE MNAME

! services, such as a
: Session Number and

: an Activity Code. Service Population ” 2] |SPDD

© AUnit Count field will

i appear only as required << BACK DELETE
! by the Service Type you :

 have selected. SAVE & CONTINUE | SAVE & FINISH W

Part 2 of the multi-page Service Data Entry form: Session Information

Service Date The Service Date is the date the service took place. (For
o) recurring services, enter the date of one particular session.)
) It should be entered in the format YYYY-MM-DD.

Name of Group | The Name of Group is the descriptive name of the group of
~ individuals who received the service (for example, 6th
: grade, Class 2-A, Keller ES).

Unit Count The Unit Count is the number of prevention items counted,
~ distributed, disseminated, or developed (e.g., number of

: brochures). It is not the number of participants, attendees,
(Only required unit costs, or units of time such as hours. The unit count
for certain appears only for those service types that do not require

Service Types.) | demographic data to be collected.

Service The Service Population refers to the population or specific
Population groups that directly received the prevention services.
) E| ] - If you need to research this value, click the Value
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Lookup icon &l to display a list of codes. Click the
appropriate option on the list and it will appear on the
form.

If you need guidance on selecting an option, click the
Codebook Definition Elll icon for a list of explanations
for each service population. Clicking any link in this
window takes you to its definition.

The remaining fields apply to recurring services only:

Session
Number

?

(For recurring
services only)

The Session Number is assigned to each meeting of
a recurring prevention service, and identifies the order
of a session within the service plan. Session numbers
should begin with 01 and increase for each service.

Tip: If two separate activities or services are provided
to a group during the same session, on the same day,
two entries are made for the same session number.
New participants would only be counted once.

Activity Code
? &l

(For recurring
services only)

The alphanumeric Activity Code represents the
recurring prevention service. Each Activity Code is
uniquely associated with an Activity Description.

If you need to research this value, click the Value
Lookup icon & to display a list of codes. Click the
appropriate option on the list and both the Activity
Code and Activity Description will appear on the form
in their respective fields.

Activity
Description

? Bl

(For recurring
services only)

The Activity Description is a label for the activity being
performed during a recurring service, and is directly
linked to the Activity Code. It serves to link multiple
sessions of the same recurring service with the same
participants.

If you need to research this value, click the Value
Lookup icon & to display a list of codes. Click the
appropriate option on the list and both the Activity
Code and Activity Description will appear on the form
in their respective fields.

Case Study Example for Part 2 -- Session Information

Example 1 -- Single (nonrecurring) service:
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Rosa and the Tri-City Drug Aversion Program Codiition visited five Westside
school PTA meetings and handed out atotal of 15 resource directories. Here's
how she recorded the activity in MDS:

Service Date 2002-12-19

Name of Group Westside PTAs

Unit Count 15 (for the total of the resources directories delivered)
Service Population | SP02 (Civic groups/coalitions)

Example 2 -- Recurring service:

Rosa and the Boys and Girls Club hold six discussions for drop-in members.
Here's how she recorded the activity in MDS:

Service Date 2003-01-07

Name of Group Lifestyle Club

Session Number 1 (for the first session in a series of 6 discussions)

Activity Code 0096 (the code designated for the Activity Description,
below)

Activity Description | Lifestyles for Youth Meeting

Service Population | SP26 (Youth/minors)

When you have finished entering data into Part 2, click SRR S UVNIOVE]

Service Data Entry: Part 3-- Service Statistics

Part 3 of the multpage form, the Service Statistics section, opens next, as
shown below. The number of fiedsisrather large, so the window has been
presented in sections.

If you need assistance after reading the ingtructions below and using the online

Value Lookup Bl and Term Help ? icons, please check with your
administrator.
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¢ This is the first section of

: Part 3: Service Statistics,
i asitappears for a single
¢ (nonrecurring) service.

Recurring services will

¢ show New Participants
instead of Attendees, along
¢ with a Number Completed
i field.

CHAPTER 2:

ENTERING SERVICES

1234

Service Data Entry: Service Statistics

Attendees (Male) 7 0
Attendees (Female) 7 I
Total Present 7 0
O Estimated
Counts Are 7
AUIES SEe ® Exact

Part 3 of the multi-page Service Data Entry form: Service Satistics

Attendees
(Male) ?

Attendees
(Female) ?

(For single services only)

An Attendee is a specific individual who takes part in
a single prevention service.

For a single service, count all attendees in the service
statistics.

New Participants
(Male) ?

New Participants
(Female) ?

(For recurring services only)
A New Participant is a specific individual who takes partin a
recurring prevention service.
For recurring services, count only new participants at

this session (that is, those who have never attended a
session of this recurring prevention service before).

Total Present
?

The Total Present is the total number of attendees or
new participants taking part in the prevention service.

For a single service, this value should equal the
sum of the male and female attendees.

For a session of a recurring service, this value
should reflect the total present at the activity,
regardless of whether there are new patrticipants.
In many cases, this figure will be larger than the
sum of the new male and female participants.

Number
Completed
?

(For recurring
services only)

The Number Completed is the number of participants
completing a recurring series of prevention services.

Requirements for "completing” a service will vary from
provider to provider and even from service to service,
but may include:

the participant being present at a specified
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This is the second section of
Part 3: Service Statistics

2520 I
30-34 I
35-39 I

CHAPTER 2: ENTERING SERVICES

number of sessions
completing an examination or concluding activity
other conditions as might be set forth in advance.

For some services, all participants completing the
service will do so at the same time, while for others,
participants may complete the service over the course
of several sessions.

Counts Are The Count reflects the level of accuracy of the demographic
~ information.

) Exact counts may be obtained from registration

- Estimated forms, surveys, or other records.

« Exact Estimated counts can be entered when no specific

information exists.

o4 [

SAVE & CONTINUE

Attendees/Participants By Age Attendees/Participants by
Age: Enter the applicable
04 |0
fee number of attendees or new
Age511 [0 participants in each age
group.
eld 14 |0
5 For age groups 25-44 and
Aze15-17 [0 45-66, click the Value
R Lookup icon &l to display a
S list of age subcategories.
Age2124 [0 Enter the appropriate
number of attendees or new
Blage 2544 |0 participants for each age
subcategory. Click Save &
Blagessss o Continue to save the
Age 65+ [0 entries.
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This is the third section of
Part 3: Service Statistics

Puerto Rican

CHAPTER 2:

ENTERING SERVICES

Attendees/Participants By
Racial’Ethnic Category

Bl American Indian/Alaska Native
&) Asian

&] Black/African American

&) Hispanic/Latino

Cuban
Mexican
Other Hispanic/Lating

&
l—‘
l—
l—

SAVE & CONTINUE

Bl Native Hawaiian (Including Part
Hawanan) & Pacific Islanders

White/Cancasian
Multi-Racial
Other

Attendees/Participants by
Racial/Ethnic Category:
Enter the applicable number
of attendees or new
participants per category.

For American Indian, Asian,
Black/African-American,
Hispanic/Latino, and Native
Hawaiian categories, click

the Value Lookup icon &l to
display a list of race
subcategories. Enter the
number of attendees or new
participants for each
subcategory. Click Save &
Continue to save the entries.

Case Study Example for Part 3 -- Service Statistics

Example 1 -- Single (nonrecurring) service:

MDS does not collect demographic datafor certain service types, including
service type STN15, which pertains to the distribution of resource directories.
While Rosa was entering information for this activity, MDS informed her that
she would not need to record any demographic data for this service. She had
aso learned this as she entered her datain Part 1, where she used the Codebook

Definitionicon Edl in MDS to look up detailed information about service type

STN15.

Example 2 -- Recurring service:

Rosa conducts her six drop-in discussion sessions with the Boys and Girls Club
members. The attendance fluctuates, with afew new participants joining some
sessions, and others missing. All attendance records are maintained on asign-in

Part 1 Dayl |Day2 |Day3 |Day4 |Day5 | Day6
New Participants 6 1 0 0 1 0
(Male)

New Participants 4 2 0 0 0 0
(Female)

Total Present 10 13 12 8 11 12
Number - - - - - 8
Completed

Counts Are Exact | Exact | Exact | Exact | Exact | Exact
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roster. Here's how she recorded the statistics in her Sx MDS service records:

Part 2:

Attendees/Partici- | Day1 | Day2 |Day3 |Day4 |Day5 |Day6
pants by Age y 4 . Y Y /

Age 511 2 1 0 0 1 0

Age 12-14 8 2 0 0 0 0

Part 3:

Attendees/Partici-
pants by Ethnic/ Dayl |(Day2 |Day3 |Day4 |Day5 | Day6

Racial Category

White 3 0 0 0 1 0
Black 2 0 0 0 0 0
Native American 1 0 0 0 0 0
(Other)

Asian/Pacific 1 0 0 0 0 0
Islander

(Filipino)

Hispanic/Latino 3 3 0 0 0 0
(Mexican)

Multi -Racial 0 0 0 0 0 0

SAVE & CONTINUE |

When you have finished entering data into Part 3, click

Service Data Entry: Part 4 -- User-Defined Fields

Part 4 of the multi-page form, the User-Defined Fields section, opens next, as
shown below. Some user-defined fields are predefined, and others can be set up
by your system administrator for specific projects. The user-defined fields
shown below are the ones that have been predefined in the system. If you need
assgtance after reading the ingtructions, please check with your administrator.

MDSUser's Guide (for MDS4.1) v. 1.0 Review Copy 21



CHAPTER 2: ENTERING SERVICES

1244

Service Data Entry: User-Defined Fields

Primary
Risk/Protective
Factor

Secondary
Risli/Protective
Factor

IO Category
Funding Source

Hours of Direct
. 0.0
Service

Hours of
Indirect n.a
Service

1P Code

Part 4 of the multi-page Service Data Entry form: User-Defined Fields

Primary Risk/
Protective
Factor

Secondary
Risk/ Protective
Factor

A Risk Factor is a condition for a group, individual, or
defined geographic area that increases the likelihood of a
substance use or abuse problem occurring.

A Protective Factor is a condition that builds resilience to
substance abuse and can serve to buffer the negative
effects of risks.

Click on the drop-down menu bar to open a list of risk
and protective factors. Scroll through the list to locate
and highlight your primary factor and secondary factor,
and each will appear on the form.

IOM Category

The IOM Categories come from the Institute of
Medicine’s characterization of prevention interventions
into three categories: Universal, Selected, and Indicated.

Universal interventions for families apply to general
populations of families and youth. Examples include
school-based, media-based, and community-based
interventions to prevent substance abuse.

Selected interventions are designed for high-risk
individuals or families as members of at-risk
subgroups. Selected interventions are generally
longer in length, and more intrusive by involving
parent and youth to target behavioral changes.

MDSUser's Guide (for MDS4.1) v. 1.0 Review Copy 292




CHAPTER 2: ENTERING SERVICES

Indicated prevention programs are designed to
address multiple risk factors in individual families.
These identified or diagnosed problems could
include schooal failure, delinquency, non-compliance
or drug use in the child or indicators of parenting
dysfunction such as child abuse or neglect. Indicated
prevention programs are more intrusive and longer.

Click on the drop-down menu bar to select a
category, and it will appear on the form.

Funding For cost analysis purposes, some states and agencies

Source collect information about the funding sources for the
service provided. Funding may include one or more
different sources.

Hours of Direct | Hours of Direct and Indirect Services may be used to
Service help plan, budget, and schedule services for other
programs, or to compare, for example, the costs of

Hours of ; . T :
implementing a program in different settings.

Indirect Service

ZIP Code The ZIP Code pertains to the area in which the service
was provided.

Case Study Example for Part 4 -- User-Defined Fields

Example 1 -- Single (nonrecurring) service:

Rosa and the Tri-City Drug Aversion Program Coadlition identified applicable
risk and protective factors for the Westsde PTA information program. Here's
how she recorded the remaining information in MDS:

Primary Risk/ Protective | Social Support (code 60)

Factor

Secondary Risk/ Leadership/Mentoring (code 20)
Protective Factor

IOM Category Universal

Funding Source Grant (obtained through a state agency)

Hours of Direct Service 32

Hours of Indirect Service | 7
Zip Code 90000

Example 2 -- Recurring service:
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Rosa and the Boys and Girls Club identified the applicable risk and protective
factorsfor the Lifestyle Club program. Here's how she recorded the remaining
information in MDS:

Primary Risk/ Protective | Attitude Toward Use (Disapproval of Drug Use)
Factor (code 8)

Secondary Risk/ Decision Making/Problem Solving (code 54)
Protective Factor

IOM Category Universal

Funding Source Grant (obtained through a charitable foundation)

Hours of Direct Service | 2 (on average; varied for each of the 6 records)

Hours of Indirect Service | 4 (on average; varied for each of the 6 records)

Zip Code 90000

When you have finished entering datainto Part 4, click —SAVE & FINISH ¥§ |
to findize the record. Y ou will see a screen with severd options as shown
below.

Tour Service Record has been compleied, validated, and timesigmped. Do you now want
for

& Continue and enter another similar service
(&1 data will be pre-populated except for Service Date, Session Mumber, Demographics, and
TTzer-Diefined Fields.)

O Continue and enter a blank service
(0 Feturn to Home Page

CONTINUE |

Add Service Continuation Page

Y ou have the option to Continue and enter another smilar service,
Continueand enter ablank service, or Return to Home Page.

If you would like to enter anew service smilar to the one you just finished,
seect Continue and enter another smilar service. All datawill be pre
populated except for Service Date, Session Number, Demographics, and User-
Defined Fidds.

If you would like to enter anew service that is not Smilar to the one you just
finished, select Continue and enter a blank service.

If you have no further records to enter in this sesson, Return to Home Page to
return to the MDS main menu, where you can log out of the system.
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Returning to Your Most Recent Incomplete Record to Complete It

If you enter information for a service record, but need to stop your session prior

to clicking SAVE & FINISH ¥¥ ',your record will be incomplete. However, as
SAVE & CONTINUE |

long as you have been clicking as you go (in the multi-
page data entry form), your record will be saved for you to finish during afuture
sesson.

To return to an incomplete record and continue editing it, click Edit Servicein
the MDS main menu:

Edit Service View/Edit Services already entered.

For more information see Chapter 3: Review or Edit an Existing Service.

Tracking Your Answer History in MDS

Y ou may have noticed that MDS records the information you have been
entering and saving as part of your Answer History at the bottom of each
window. The Answer History shows the data you have entered in each section
of the record -- other than in the section in which you are currently working.

For example, if you are working in Part 1, Service Data Entry: Basic
Information, your answer history at the bottom will show what you have
entered for Parts 2, 3, and 4, as shown in the exampl e below:
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i The alternate form

: contains all four data :
: entry sections in one i
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CHAPTER 2: ENTERING SERVICES

Answer History

2. Session Information:

Service Date: 2002-12-19 00:00:00

HMarne of Gronp: Westside PTAs

Uit Count: 15

service Popmlation: 5P02: Crac Groups/iCoalitions

3. Sexvice Statistics:
Dernographics Mot Recuured

4, User-Defined Fields:

Prirnary Risk/Protectrve Factor: Al
Secondary FiskProtectree Factor: 20
[0 Category: U

Funding Source:

Hours of Direct Service: 32.0

Hours of Indirect Servace: 7.0

ZIP Code: 20035

Example of the Answer History for the multi-page Service Data Entry form

As you proceed through each section, during each of your data entry sessons
with the multi-page form, the Answer History window enables you to review
the entries you have made.

Add Service - Alternate Single-Page Form

The single- page dternate form combines dl four data entry sections into one
long form. This combined form can be very useful when you have severd
records to enter at one sitting. To create anew service record using the dternate
form, first change the default formin Your User Information:

Your User Information Change your password and other user information

At the bottom of the form is a dropdown menu labeled Data Entry Form.
Here you can set the default form to use.

Data Entry Forma | Four-Page Data Entry Farm %

Fuur—F"age Data Entry Form
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Select Single-Page Data Entry Form from the list to use the alternate
form. Then click —2YE&CONTINUET 1 cave your changes.

Go back to the main menu and click the Add Service Link. You will now
see the dternate form.

The first two sections of the four-section form appear below. Data entry
fields that do not apply to one or the other of the service codes (single or
recurring), or to a particular service type, will appear gray. This signifies
that MDS will only make those fields available for entry if they apply to a
specific type of service.

Fart 1: Basic Information

Staff rosa
Provider MOMNE

Substate 998

v Service Code 5 { Single/Recurring)

Service Type =TZ00

Fart 2: Bession Information

Service Date 2003-02-03

Name of Group INO GROUP NAME

: Data entry fields that do

not apply to a particular ~ :
: service code (single or ! || Unit Count
i recurring), or to a :

i particular service type, Ii

£ will remain dimmed. i || Session Number

4

: enter anything in those
: fields unless they apply
i to the type of service ¢ | | Activity Description
i you are recording. :

frrrsrrrrreeses el S [T, ==

You won't be able to Activity Code li

First two parts of the Alternate Service Data Entry form

At the top of the dternate form window, you will see the navigation guide
shown below. This guide explains how to use various combinations of keyson
your keyboard to jump quickly around the form, as well as display information.
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| Guide 1o Hotleys and Navigation

| Control-H | Wiew Context-Sensitiee Help | Control-1 | Jurap to Data Entryr Section 1
| Control G | GotoaList of Valid Values | Control-2 | Tup to Data Entry Section 2
| Control D | See Definitions of Valid Valwes | Control-3 | Turap to Data Entry Seetion 3
| Control-5 | Submit Form | Control-4 | Jurap to Data Entryr Section 4
| Control-Up Arrow | Move to top of fomm | Control-Down Arrow | Mlove to bottom of form

messages
will appear
inside of red
boxes where
information
is missing or
incorrect.

Guideto Hotkeys and Navigation at the top of the window
For example,
To display Help, press the <Control> and <H> keys at the same time.
To move forward from one field to the next, press the <Tab> key.
To move backward, press the <Shift> and <Tab> keys at the same time.

1 Tocreatearecord using the aternate form, enter information exactly as you
would using the multi- page form described earlier in this chapter.

2 When you havefinished dataentry, dlick —SAVE&FINISH %% | , fingize the
record. Y ou will return to the start of anew record to enter.

3 If you have entered incomplete or incorrect information, one or more error
messages in red boxes will appesar, such as the ones shown below.

| FPatt 1: Basic Information

Staff

You must enter a Provider for this Service.

ERoulics NONE

Substate (EEE

\ Service Code S { Single/Recurring)

You muust enter a Service Type for this Service.

Service Type STZ00

4 Toremovethe errors, simply correct or enter the missing information, then

click SSAEEFMEN W again to finalize the record.
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Chapter

Review or Edit an Existing Service

he Review/Edit an Existing Service option enables you to

generate a sorted list of service records that you, or anyone

within your scope, has created. From that list, you can open

any record to view it, and edit the record if it is not complete.
This chapter explains how to do the following:

Filter, sort, and generate alist of service records

Verify that your records have been findized, which ensures that they will
appear on reports

Open arecord to review or edit it

Delete records that you no longer need.

Start by clicking Edit Service on the MDS main menu:

Add Service Enter a new Service record.

ewadit services already entered.

Create Heports Create a report from selected services or all availlable services.
Administration Edit, wiew, add administrative data ttemns (e.g., Staff, Activity Codes).
Your User Information Change yvour password and other user mformation.

Logout End your current session.

MDSmain menu for general users

The following window will open, containing records such as the ones shown in
the example below:
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View/Edit Existing Services DHome 9%% Fag ¥ Hen

Your State Admimstrator has set a kit of 120 days, during which you may enter or modify service data.
Eecords which are older than this may be wiewed but may not be edited without the permission of your State

Administrator. Click on @, to edit a service, L to VIEW a SErVICE.

By default, all records faling mto the system time Lt of 120 days will be displayed.

TTse the select lists to limit the number of records displayed.

To zelect a range of dates not histed, select "Custom” from the Service Date Range hst and enter the dates in
the boxes below,

Dates should be entered in the format MW-DD-YYYY.
Starred Records have been submitted for final validation.

Sort By: Fntered/Changed By: Service Date Range:
Group Mame v Ivle bt 1241772003 - 41472004: Within System Time Limit

Custom Range Beain:  Custom Range End:

DISPLAY SERVICE RECORDS|
New |View or
Delote Service | Edit Group Service Provider | Service | Activity | Session
Like This | Tlus Name Date Code Code Code Number
One Record
i Ef 172004 DR S
&8 Ef 1142004 NONE R 7727000 0
i) EX 2/2/2004  MADDO1 S
& B Another XX e imo0s a2aze s

Test

Samplelist that appearsin the View/Edit Existing Serviceswindow

Filter, Sort, and Generate a New List of Records

To change the default set of records that appearsin thislist, you can:

1 Useafilter to sdect alarger set of records. For example, you can increase the
number of records that normally appear by selecting a different option in the
Entered/Changed By drop-down menu. The default setting is M e, which refers
only to the records that are associated with your Login ID. If you sdlect Anyone
in my scope, you will retrieve alist that aso includes records created by others
in your group. Y our administrator will give you access to the records that you
need to manage.

Entered/Changed By:
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Use afilter to select asmaller set of records by date. The default setting isthe
Within System Time Limit. You can select other optionsin the Service Date

Range drop-down menu, including Today, Last Week, and Last Month.,

| 12/17/2003 - 4/14/2004: Within Syster Time Limit |
12 03 - 4/14/2004: Within System Time Limit
11/26/2002 - 4/14/2004: Al
4/14/2004 -
4/13/2004 -
4/11/2004 -
4/01/2004 -
4/01/2004 -
1/01/2004 -
4/04/2004 -
4/04/2004 -
3/01/2004 -
3/01/2004 -
1/01/2004 -
1/01/2004 -
1/01/2003 -
1/01/2003 -

Service Date Range:

4/14/2004: Today

41372004 Yesterday
4142004 This Week
4142004 This Maonth
4142004 This Cluarter
414/2004: This Year
4102004 Last Week
4142004 Last Week to date
37312004 Last Maonth
4142004 Last Month to date
3312004 Last Quarter
4142004 Last Quarter to date
120312003 Last Year
4142004 Last Year to Date

Custom: Enter Beginning and End Dates Below

3 Sdect adifferent sorting option from the Sort By drop-down menu. The default
sHting is Group Name, but you might prefer to sort by Provider, for example.

4 When you have selected the combination of filters and the sorting option you

desire, click

Sort By:

.Grnup Narme + |

(Sraup

Provider

Marne

Semice Date

DISPLAY SERVICE RECORDS|

to generate anew lis.

Verify That Your Records Have Been Finalized

Any record that appearsin the list without an asterisk next to it is not finalized,
and the associated datawill not appear in areport. Y ou findize arecord when

you click SAVE & FINISH ¥¥_| in adata entry form.

To verify which records, if any, have not beenfinadized, examine the recordsin
the list. Check for agterisks to the left of the entriesin the Group Name column.

For example:

MDSUser's Guide (for MDS4.1) v. 1.0 Review Copy

31



CHAPTER 3: REVIEW OR EDIT AN EXISTING SERVICE

New |View or
Service | Edit Group
Like This | Tlus Name

Diie HBadaud

: This record has not

! been finalized. — E @' > mp test

This record has been =
E finalized. M mp test

SesssssssssssssssssEEEEEEEEnnnnnn -

Delete

Service Provider
Date Code

17472004 EJBEOO1
142372004  MIP

If you would like to finalize arecord that does not display an asterisk, you can

do so asexplained next.

Open a Record to Review or Edit It

If you wish to review or edit arecord in the list, do the following:

New View or

Delete Service | Edit Group
' Like This  Ths Name
One pcoril
B e test
i * mp test

Service Provider
Date Code

17772004 EJEBOO1
1/23/2004 NP

1 Clickontheiconinthe View or Edit this Record column. A window will open
displaying Part 1 of the multi-page Service Data Entry form for that record.
(See Chapter 2: Entering Services for more information.) If the record has
aready been findized, you may only be able to view the record.

2 I therecord has not yet been finaized, you will now be able to edit the record.

If you need to edit adifferent part of the multi-page form, click one of the
numbers &t the top to take you to the appropriate section, as follows:

1- Basic Information

1 r’/' ,.: '/— 2 - Session Information
A : 3- Savice Statistics

4 - User-Defined Fidds

3 When your entries are exactly the way youwant them, be sure to click

SAVE & FINISH %% | ;b ch will finalize the record. Y ou will be returned to

the start of anew record to enter.
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4 To verify that the record now displays an asterisk, click @m inthe
upper right corner of the window to return to the MDS main menu.

5  Onthemain menu, click Edit Service onceagain.

Edit Service View/Edit Services already entered.

6  Whenthelist opens, filter and sort the list as you had before to locate the record
inthe list. Check to seethat it now displays an asterisk.

/ If for any reason you need to edit the record again after you have finalized it,
you may heed to contact your system administrator for assistance.

Delete Records That You No Longer Need

Sometimes you may want to remove records in the list. For example, you may

wish to delete one or more empty records that were crested automatically during
your current session, or in a previous session. Empty records typicaly appear on
the list with the titte NO GROUP NAME' in the Group Name column. They

usually display afew fields of systemgenerated information such as a default
service date.

If you wish to delete arecord in the lit, do the following:

1  Click thetrash canicon [ next to the record in the list that you wish to delete.

B NO GROUP
Ef i 12/22/2003 MNONE

2 A confirmation window will open, asking if you're sure you want to delete this
record. If S0, click Yes, delete these data. Otherwisg, click No.

[ fes - delete these data ]
[ Mo - return to Wiew/Edit Page ]

3 Youwill bereturned to the start of anew record to enter. If you have no records

to enter in this sesson, click ﬁ HOME i the upper right corner of the
window to return to the MDS main menu.

4 To verify that the record has been deleted, on the MDS main menu, click Edit
Service onceagain.
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Edit Service View/Edit Zervices already entered.

5  Whenthelist opens, filter and sort the items as you had before to recreate your
previous list. Check to see that the record has been deleted.
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Create Reports

he Create Reports option enables you to generate avariety of
reports according your specific selection criteria. You can
produce some reports in table format and othersin graphic
format, as well as export data from various reports into your
own spreadsheet program. Y ou can use a number of datafiltersto retrieve
information on specific periods, service types, and levels of detail. This chapter:

Provides an overview of the available reports

Demonstrates how to select criteria and generate a table or graphic report
Explains how to copy images or tables from an MDS report into a document
Tells how to export datato Excdl.

To generate areport, click Create Reports on the MDS main menu:

Add Service Enter a new Service record.

Edit Service View/Edit Services already entered.

C Create Reports )Create a report from selected services or all available services.
Administration Edit, wiew, add administrative data ttemns (e.g., Staff, Activity Codes).
Your User Information Change yvour password and other user mformation.

Logout End your current session.

[=¢]

MDSmain menu for general users
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Overview of MDS Reports

In the Create Reports window that opens next, you will see alengthy report
menu listing reports in the following categories, explained in more detail below:

Services Provided

Gender and Age

Gender and Race/Ethnicity
CSAP Strategy Reports
Detailed Reports

Graphic

Export

Services Provided Reports

Services Provided Reports summarize the prevention service types provided to
sarvice recipients. Three reports are available as tables:

Create Reports

Report Description Report Types Available

Services Provided

Summary TABLES When you click
: the Tables
Services by Service Type TABLES | : buttonforanyof

: these reports,
: : ; : you will be able
services by Service Population TABLES | : toselectthe

i report criteria.

Gender and Age Reports

Gender and Age Reports summarize prevention service activity according to the
gender and age of the service recipients. Three reports are available as tables:

Gender and Age
i TABLES | : When you click
5 Ay : the Tables
_ i button for any of
Gender and Age by Service Type TABLES | : these reports,
: you will be able
: : i to select the
TABLES | :
Fender and Age by Service Population : report criteria.
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Gender and Race/Ethnicity Reports

Gender and Race/Ethnicity Reports summarize prevention service activity
according to the gender and race/ethnicity of the service recipients. Three

reports are available as tables:

Gender and Race/Ethnicity
Sumtmary
Fender and Eace/Ethnicity by Service Type

Fender and Eace/Ethmcity by Service Population

TABLES: When you click
: the Tables

TABLES:

CSAP Strategy Reports.

: button for any of

these reports,
i you will beable
TABLES: to selectthe

: report criteria.

CSAP Strategy Reports summarize the prevention service activity according to
the program strategy employed by CSAP. Two reports are available as tables:

Services by Service Population and CEAT Strategy

CSAP Strategy Reports i When you click
: the Tables
Services by CSAP Strategy TABLES: button for any of

t these reports,

: you will be able
to select the

TABLES :

Detailed Reports

: report criteria.

Detailed Reports provide a detailed reporting of prevention service activity
according to predefined criteria. Eight reports are available as tables:

Detailed Reports

Edit

zer-Defined Fields

services by CSAP Strategy

setvices by Service Date

mervices by Actrvity Code

Services and Age by Service Population

mervices and Eace/Ethricity by Service Population

Incomplete Eecords

: When you click
i the Tables

-

¢ button for any of

: you will

TABLES

i these reports,

i automatically

generate a report
that uses preset i
criteria rather

than your own.
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Graphic Reports

Graphic Reports display the results of the selected report in agraphica format.
Six reports are available:

Grapluc Reports

Iaterials Disseminated by Service Population GMF—'ﬂﬁ_ When you click
: the Graphic
: GRAPHIC button for any
Demog,;raphlcs _q' one of these
; : ; : reports, you will
Services by Service Population GRAPHIC pe able to select
: thg report
Services by CSAP Strategy ORI "
services by CSAP Strategy and Service Type GRAPHIC
metvices by CSAP Strategy and Service GRAPHIC |
Population

Download Report

The Download Data fegture enables you to download report information for
further analysisin your own statistical program or spreadsheet. Y ou can export
your report datain the Microsoft Excel format.

Dovwnload

Download Data DOWNLOAD

Select Criteria to Generate a Table or Graphic Report

Clicking the - TAELES | button for any table reports except the Detailed reports,
or dlicking the GRAPHIC | button for any of the graphic report options, will open
awindow that displays report selection criteria

For example, if you click the Tables button for the report caled Gender and

Age by Service Type:
Gender and Age
Summary TABLES
zender and Age by Service Type
Fender and Age by Service Population TABLES
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Y ou will see the Create Reports window open displaying selection criteriain
the form of Data Filters and Categories. Each section is explained below.

Data Filters

At the top of the window is the Data Filters section. The Report Name is
predefined by the system. Each of the other filtersis explained below.

Create Reports My Home %%% pag ¥ Help
Report henuy
Data Filters
Report Name: Gender and Age by Service Type ; Toselectadate ;

range, click to
; ; s v : open the drop-
Reporting Perod: | 12/17/2003 - 4/14/2004: Within System Time ﬁﬁﬁ‘v—f dgwn menu, Fc))r

: enter a custom

Custom Date Range: ﬁo// date range.

Chuery Options: Sernce Type: Demographics Indicator:  Lewel of Detail

Combined % Combined v Show Substates (»
Reporting The Reporting Period determines the date range for the
Period records that will appear in the report. The default value is

the entire range of dates in the system.

To select a date, click to open the drop-down menu.
Select the date range you desire by clicking on it.
Alternatively, you may type in a custom date range.

Query Options: | Three types of Query Options exist: Service Type,
Demographics Indicator, and Level of Detall.

aervice Type: i - i ]
|Cnmbined ﬂ Service Type - refe(s to_smgle services, recurring

services, or a combination of the two. Select the
option desired; the default value is Combined.

Demographics | - Demographics Indicator - refers to records

Indicator: containing estimated demographic data, records

Combined * containing actual data, or a combination of the two.
Select the option desired; the default value is
Combined.

Level of Detail:
|ShDW Substatesﬂ

Level of Detail - refers to the following options:

Show Substates (which displays geographic
region, county, or district where the provider is
located)

Show Providers (which displays the names of
service providers)

Show Staff (which displays the names of staff
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responsible for administering the programs).

Select the option desired; the default value is Show
Substates.

Categories

Below the Data Filters section is the Category section of the window. In the
Category section, you may select criteria from seven different categories:

Providers

Saff

Activity Codes

Service Populations

Service Types

Substate Entities

Strategies
When you click each category, alist of possible vaues for that category will
appear in the Values section of the window. Sdlect dl of the values you wish to

include in your report, then move on to another category. Y ou may choose
values from dl categories for asingle report.

For example, you can run areport to focus on specific providersin your area.
Assuming that al of the Data Filters (above) are left at their default values for
this example, you can generate a Provider report as explained below.

1  Tosdect specific providersfor your report, click the Providers category:

Category Values

Choose a category from the st on the left, then this area will show a list of possible values

for that category. Select all values that wou wash to include m your report. Values from all

STAFF categories can be choosen for a single report.
L Providers: All
Stafft All
2 . Actnfmes: Al .
Service Population: Al
SERVICE Service Type: All
TYPES .
Substate Entities: All
SUBSTATE Strategies: Al
ENTITIES
STRATEGIES

CLEAR ALL FIELDS | GENERATE REPORT |
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A ligt of vaues opens (note that your list of providers will be different):

Category Values
provipers | Hold down the Ctel key (Windows) ot the Commatid key (Macintost)
while clicking to select multiple walues. When you've finished making
your selection, press Done.
STAFF
12345: Lompoc Healthcare Froviders ”~
A CoDEs 44744: Bays & Girls Clubs
55421 Jefferson High Schoaol
poSERVICE RRAGE: YRCA,
E5R88: Tri-City Drug Awersion Program Coalition »
SERVICE
TYPES

Do one of the following to choose providers from the lit:

To sdlect asinglevaluein the list, smply click that vaue:

Category Values
provipers  Hold down the Ciil key (Witdows) or the Command key (IWacititosh)
while clicking to select multiple values, When youw've finished making
yout selection, press Done.
STAFF
12345 Lampoc Healthcare Providers ~
ﬂE‘OD.ES’ 44744 Bows & Girls Clubs
bR421: Jefferson High School
poSERVICE H5435: Y MCA,
BREEE: Tri-City Dirug Awersion Frogram Coalition »
SERVICE
TYPES

To sdect morethan one value in thelist, so that you can report on multiple
providers, as will be the casein this example:

Click thefirst vaue, then hold down the <Control> key on your keyboard
while clicking the second and subsequent values:
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{Category Values

provipers | Hold down the Ctel key (W indows) or the Command key (MWacintosh)
while clicking to select multiple values. When you've finished making
yout selection, press Done.

STAFF
12345 Lampoc Healthcare Froviders ”~
Acones 44744 Boys & Girls Clubs
55421: Jefferson High School
o SERVICE ER436: YRATA
EGERE: Tri-City Drug Awversion Program Coalition i
SERVICE
TYPES

When you have made your selections, click the Done button at the bottom of
the window:

CLEAR ALL FIELDS DONE

The selected options will now agppear under Providers inthe Values areal

Category Values

provipers  Hold down the Ctel key (Windows) or the Conunand key (hacinto sty
while clicking to select multiple walues, When you've finished making ywour
selection, press Done,

STAFF
ders:
ACTIVITY i
CODES 44744 Boys & Girls Clubs
55588: Trn-City Drug Aversion Program Coalition
SERVICE
POPULATIONS Staff:
Activity Codes: Al
STYPEs Nervice Populations: Al
Service Types: Al
EnTiries Substate Entities: All
Strategies: All
STRATEGIES

CLEAR ALL FIELDS| GENERATE REPORT |

If you wishto select additional criteriafrom other categories, repesat the process
for each desired category, choosing vaues from each list in the same way. At
any time, you can click Clear All Fidds to remove al the selections you have
made, if you wish to make new one.
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{  When you are ready to run the report, click Generate Report at the bottom of

the window:
CLEAR ALL FIELDS( GENERATE REPORT

8  Theexample Providers report for the selected criteria appears below,
shown in the form of atable.

Gender and Age by Service Type
Grouped by Substate Entity
Reporting Period 02/04/2002 to 02/05/2003

Criteria List

Providers:
44744 Boys & Girls Clube | 25588: Tr-City Drug Aversion Program Coalition

Total 0-5- 12-15- 18- 21- 25- 45-
Suhstate Served Male Female 4 11 14 17 20 24 44 64 65+

Community Drop-In Center 14 2 5 04100 000 0 0

FParticipants

Comtnunity Services Attendees 38 22 1 00 7 1013 8 0 0 0
ALTERNATIVES Total 52 30 22 04171013 8 0 0 0
Speaking Engagement Attendees a2 30 Je Do o0 o0 0 0 2444 14
INFORMATION

DISSEMINATION Total 32 30 52 000 0 0 0 24 44 14
Statewide Total 144 66 78 06251013 3 24 44 14

Sample table report for selected providers
9  If you had selected agraphic report instead of atable report (by clicking a
GRAPHIC | button next to one of the Graphic Reports on the report menu), the
body of your report will contain an image such as apie chart or graph.

10 Other options appear the upper right corner of each report window:

E, Print Repott Report Menu
[ Select Criteria
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Click Print Report to open a printer-friendly version of the report. Click
your browser's Print button to print the report. Y ou can close the window
when you are finished printing.

Click Select Criteria to return to the previous page to sdect additiond or
new criteria for filtering reports.

Click Report Menu to return to the main menu of report options. Y ou can
continue in the same manner to select subsets of data and to create new
reports.

Copy Graphics or Tables From an MDS Report into Another Document

If you wish to use graphics or tables from an MDS report in another document,
you can capture the screen image and pagte it into your report. Try the following
on aWindows-based compuiter:

Copying Graphic Images

While the graphic image appears on your screen, hold down the <Alt> key on
your keyboard while pressing the <Print Screen> key. Thiswill place acopy of
the image in your Windows clipboard.

Open a graphic editing program such as Windows Paint. Select Edit > Paste
from the main menu.

Use the cropping tool to select the part of the image that you want to save.

Select Edit > Copy from the main menu to copy just this part of the image to
the Windows clipboard.

Open the word processing document in which you wish to paste the image.

Select Edit > Pagste from the word processing program's main menu, and the
cropped image will appear in your document.

Copying Tables

If you wish to copy atable from an MDS report to a document, most word
processing software will let you paste in the table directly into it, as follows.

With the MDS table gppearing on your screen, use your pointer to select around
the table you want to copy, dragging the pointer from the top to the bottom of
the table you want to copy.
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Select Edit > Copy from your browser's main menu bar.
Open the word processing document into which you wish to paste the table.

Select Edit > Pagte from the word processing program's main menul.

Download Data to a Spreadsheet or a Statistical Program

Another feature of the MDS reports menu is thet it lets you to download the
report data to your own computer, so that you can analyze or reformat it with
your own gpplication. Try the following:

Click the Download button at the bottom of the reports main menu:

Dovnload

Diowrload Data DOWNLOAD

The familiar Create Reports opens, but thereisanew itemin the Data Filters
list: the Export Format field. The only option currently available from the
drop-down menu is Micr osoft Excel.

Once you have made your Data Filters sdections (Reporting Period and
Query Options) and Category choices, click the Generate Report button:

CLEAR ALL FIELD. GENERATE REPORT

The next window that opens provides alink to download the report file you
have created. Y ou will be able to Save the file to your computer, or Openit and
save it from the application software.

If you choose to save the file to your hard disk, right-click on the link, and in the
right-mouse menu that opens next, scroll to Save Target As. Select alocation
and aname for the report file you are saving. If the file islarge, expect it to take
awhile to download.

Once thefile is on your hard drive, you can open it in your chosen gpplication.
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Chapter

Maintain Your User Information

henever you need to change your user information in

MDS, you can do so quickly and easily by accessing

Your User Information from the main menu. Note that

Chapter 1: Logging Into MDS discussed how to use this
section to change your password. This chapter summarizes how to update your
user information in generd.

1 In the MDS main menu, click Your User I nformation.

Add Service Enter a new Serwvice record.

Edit Service View/Edit Zervices already entered.

Create Reports Create a report from selected services or all available serices.

Administration Edit, wiew, add administrative data ttemns (e.g., Staff, Activity Codes).
ur User Infurm@fhmge vour password and other user mformation.

Logout End vour current session.

MDSmain menu for general users

2  TheAdministrative Data Entry: Existing Staff window will open, as shown
in the example below:
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Name
Logm
Password

Address (hne 1)

City
State/Jurisdiction
ZIP Code

Phone

Email

Substate
Provider

Data Entry Form

Address (line 2) |

Rosa Ramirez

rosa

e

MEIF'_I,I'|EIFII2|

Other/Out-of-State

.N;J_F_'rwide.r E_ntere_l:i

Four-Fage Data Entry Form %

SAVE & CONTINUE |

M

RESET |

You change your user information in thiswindow

Make changes as desired to the information in the various fidds.

Note: If you are changing your password, backspace to clear the current
information, then type in the password of your choice. Make it at least 6
characterslong, and try to use both |etters and numbers. Keep your password
safe, and don't display it anywhere near your computer.

Click ~BESET_ if you wish to discard your changes or click —ave & CONTINUE ]
to save your updated information in the system. Y ou will then be returned to the

main menu.
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Comments Are Requested on This Review Copy

If you have comments or questions on this review copy, including requests for
enhancement, corrections, or tips on using certain MDS features, please contact
one of the following people:

Dottie Natal (e-mail: dottie@imagenmm.com), or

Heiko Schwarz (e-mail: mailto:hetko@imagenmultimedia.com)

Imagen Multimedia
(805)735-7576 voice
(805)735-8322 fax
300 North G Street
Lompoc, CA 93436
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